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Final Report of the Career Scrvice Committec

PROBIEM, To.devise a Carcer Service Program that identifies,

4o

be

Ceg

dg»

Cy

develops, effectively uses and rewards individuals who
have the skills roqu1?ed by CIAs motivates thom towards
rendering maximum service to the Agency; and eliminates
from the scrvice, in an cqultablo manner, those who in
spite of the Program fail to perform as fo(CtJVL memboers
of the organizatione

ASSUMPTIONS. It is asswmed thats

Required skills can be identified through appropriate
evaluation and selection devicess

Potential skills can be developed and maintained through
appropriate supervision, training and duty rotations

The skills of CIA personnel can be utilized most effectively
through planned assignment of individuals to positions of
progressively greater responsibility as thelr skills are
developed to meet CIA requirements for those positions,

The experience of personal growbh together with a personal
identification with the objeectives and operations of the
Agency will stimulate maximum service among CIA personncle

Aspirations of CIA personnel to a career with the Ageuney
will depond on the extent to which their contributions
are rcecognized by the Agency and on maintenance by the
Agency of the best possible climate for workas

“ll‘

-,

Socurity Information

Approved For Release 2000/09/(2 M RpEoPd1B26R000400020013-6



L]
Approved For Relef%e 2000/09/12 : CIA-RDP80-018@000400020013-6 Te

3

CoE
€«

Approveds

25X1A

| SECRET
Security Information

DISCUSSION, Tabs A through H present a Career Service Program
which has been tailored to the needs of CIA by experienced
members of the Agency, This Program is based upon techm
niques which have proven to be effective in private industry
and other Govermment establishments, - ' - ‘

RECOMMENDATION. Tt is recommended that you approve this report
and authorize the Deputy Director (Administration) to
implement the CIA Career Service Program,

25X1A

I s—c

alrman,
Carcer Service Committee

13 June 1952
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SUMMARY OF THW CIA CARWFR STRVICH PROGRAM

1, The CIA Career Service Program is controlled by = CIA Carecr
Zervice Board which consists of the Deputy Dircetor (Administration),
the Deputy Director (Plans), the Deputy Director (Intelligence), the
Assistant Director (Personnel), the Direcgtor of Training and, on a
rotating basis, two fesistant Directors. The two rotsting members of
the Board will each scrve for six wmonths, there being at all times one
from the overt office grouo and one from the covert office groupe. Their
tours of duty sre staggerad so that there is continuity. The CIA Carcer
Sprvice Board meets once a month.. If any member is unsbls to be present
he may be represented by his Deputye. Four merbers constitute a quorum.
The Chairman of the Board will be one of the Deputy Directors, cach of
whom will serve successively for a term of four months. The Career
Nevelopment Staff of the Personnel Office scrves as Secrctariat of the

Board and the Chief, Carcer Dovelopment Staff, acbu ag the Board's
Pyccublve Secretarys  (See Tab B),

2. The CIA Carcer Scrvice Board lg responsible for advice to the
DCT on making CIA a better plage in whlch to work. It develops policy
governing the Carecr Service Program and advises concerning =1l policy
matters affecting Agency personnel. This 15 a continuous proccss in
order that the Program may be immedlabely responsive to the needs of the
Agency and in order that the Agency!s personnel pelicy may remain
sufficlently flexible to meet all contingenoies;j(ﬂwaﬂonrd sarves Lo I
guide the Agency in its development of long=rrnge planc for the begt
utilization of the Ageney!s human resourcess 3 Tt is concerned primarily
with policy, not with daysto=day decisions or details. (Sce Tab B).

3. The (0ffice) Carcer Scrvice Boards are located in each of the
major Offices and units of CIA and are responsible to their respective
Assietant Diresctors or Office heads for the operation of the Career
Service Program in sccordsnce with policy cetablished by the CIA Career
“ervice Roard. They are also responsible for collaboratlon with other
(0ffice) Boards on inter-0ffice Carcer Service problems. }Tt is ot this
level and through the functioning of thnw (0ffice) Boards that the
rotation, training, advancement snd sssignment plan P’COHMtndEd for the
individual by his supervisor is roeviewed for the approval of the Assiotant
Tirector or Olfice hcad, These Roards are concernced primorily with the
implementation of policy and with the review of detailed recommendations
concerned with the carecrs of individuals. (See Tab B).
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lia  fnmually, or as often as required, cach person is cvaluated by
his supcrvisor and the evaluation is reviewed by a roviewing offieial.
This evaluation together with a proposed development program forms the
basis for a detalled discussion between the swpervisor and the person
being eveluateds The proposed development pregram is reviewed by the
(0ffice) Carcer Service Roard and when approved by the Assistant Director
or 0ffice ead becomes the plan for the individual's career for the next
year or two, (See Tab ). '

5. Speeial emphasis is olaced on the identification, training and

development of individuals who demonstrate potential for assignmehd to

. positions requiring executive ability. Individual talent for planaing,
organizing and directing the work of others iz one of the Ageney's prize
ascets provided it is carefully developed and guided effectively toward
the accomplishment of some specific-aspect of the Agsney's missione Such
notential is of interest to the Agency as a whole since it is seldom tied
to technical proficiency in any one, field and, therefore, not limited to
use in any particular area of activity. (Sec Tab D). '

6. *11 new junior personnel recruited and selected to fill pro-
fessiondl positions (eee., all new personnel up to and including NS=-11
to fill slots designated as professional positions) will be serezned by
the Professional Selection Pansl (in a manner similar to that employed
by the Roard of ®xaminers of the Forsign Serviece) with respeet to over-
all suitability te work in CIf on a career basis,  Fxception to this
nrocedure may be made in each csse by the appropriate Deputy Director,
(See Tab ®),

7. 211 new personnel recruited and selected to fill professional
vositions ineluding all new "lateral-entry" personnel, GS-12 and above,
will enter the CI8 Intelligsnce School at tha first scssion commencing
after thelr TOD. Exception to this procedure may be wmade in each case
by the appropriate Deputy Director. (See Tab ),

8. One of the most e«ffective methods of training CIA peorsonnel,
developing their latent talents and oreparing those persons with high
notential for more responsible pasitions ig by means of rotation through
one or more positions that can provide broadening expericnce. Wxecutive
skills can often be developed through experience in a variety of areas
of responsibility. (%ee Tab F).

.
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PERSONNEL EVALUATION REPORT

(See Instructions on Reverse Side)

The personnel Evaluation Report is an important part of the Career Service Pro-
It seeks to assure for every person a carefully planned career, with advance -

For the individual, it means an opportunity to
To

gram,
ment based on demonstrated ability.
voice his interests and to discuss his job and his progress with his supervisor.

the supervisor, it gives assistance in carrying out a major responsibility, the de—
velopment of the people he supervises. For the Agency as a whole, it means successful

teamwork based on mutual understanding and respect.

Alalariale - J=0 =U0U4000
THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL
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1. Instruction to the Administrative or Personnel Officer

2. Instruction to the person evaluated

3. Instruction to the Supervisor and the Reviewing Official

4, A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING THIS REPORT IS NECESSARY I[N ORDER TO ASSIST IN THE
DEVELOPMENT AND BEST USE OF EVERY INDIVIDUAL*®S CAPABILITIES.

INSTRUCT | ONS

Consult current Administrative Instructions regarding the initiation and transmittal of this report.

Since this evaluation will become an important part of your record, you will want to give to it as much care
and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With
respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out-
side of the Agency, which you consider pertinent to your career development.

As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca—
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by—job and day-by-day basis and use this information in carrying out your supervisory responsibilities.
Although evaluation is a continuous process, (it is necessary periodically to record your observations and
recommendat ions for appropriate action. In preparing the report you should consider the individual‘s capa-
bilities for further development in his present assignment and his potentialities for more effective
utilization in other 'positions, including work of a more responsible and difficult nature.

The following traits are generally regarded as having some bearing on a person's performance and develop-
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATION . RESOURCEFULNESS
DEPENDABILITY STABILITY UNDER PRESSURE
ACCURACY ‘ ABILITY TO OBTAIN RESULTS
SECURITY CONSCIQUSNESS JUDGMENT

INITIATIVE LEADERSHI P

In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed. The following basic principles of evaluation
should be kept in mind:

(1) Base your judgment on

b) Typical performance as well as critical incidents.
c) Examples relevant to the duties under consideration.

'a§ what you have observed the individual do or fail to do.

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated duflng the report period. Avoid exaggera-
tions. They detract from the value of the report and are unfair to others.

(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. IT SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR®'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL
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B PERSONNEL EVALUATION REPORT
.| Items 1 through 6 will be completed by Administrative or Personnel Officer
*l 1. name (Last) + (First) (Middle) [2. GRADE 3. POSITION TITLE
4. OFFICE STAFF OR DIVISION BRANCH [_1 DEPT*L. | IF FIELD, SPECIFY STATION
C_ FIELD
5« PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To [ Jtnitial : [ Adnual 1 special
E:::jReassignment ! 1 Reassignment of Supervisor

Items 7 through 10 will be completed by the person evaluated

7. LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, W!TH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

8. L1ST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

Name of Course Location Length of Course Date Completed

9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

|F DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALYFICATIONS (APTITUDE, KNOWLEDGE, SKiLLS}.

10.

DATE SIGNATURE

Items 11 through 18 will be completed by Supervisor

11. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER JTEM 7 ABOVE.

Approved For Release 2000/09/12 : CIA-RDP80-01826R000400020013-6
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12. IN WHAT RESPECT 1S THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING?

13. ON WHAT ASPECT OF PERFORMANCE SHOULD ‘THtS PERSON CONGENTRATE EFFORT FOR SELF YMPROVEMENT?

14. COMMENT ON TH!S PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

15. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? {(Recommend appropriate reassignment, if
possible.}

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSONT

17. |F PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE 1S ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE.

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20.

DATE SIGNATURE OF SUPERVISOR

19« | HAVE REVIEWED THE ABOVE REPORT. (Comments, 1f any, are shown in item 20.)

- DATE SIGNATURE OF REVIEWING OFFICIAL

20. COMMENTS: (If hecessary, may be continued on reverse side of cover sheet.!
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¢ The favorable work climate that is one of the goals of the

cr Service Program would be cnhanced by certain bhenefits ngt néw

a »‘lablg to CIA personnsl. Many of thesge can be achisved onj§'throuvh
leglislations The CT& Carcer Scrvice Board will give oontinuod; aﬁﬁwngion
to this problem. (See Tab a). ) I

10, Much of the work that is accomplished in CIA must, for security
reasons, be done anonymously. An important inecentive thét,ié éoﬁﬁog foy
moat ?uman endeavors, the acclaim and approbation of OHG}H fﬁ?low ﬁén ‘io
therefore not generally available to CThe The establishmwntdg% an {n: B
tornal 2TA Honor Awards Program will in part fulfill this RHMﬂ“ o
(Sea Tab H). .

Approved For Release 2000/09M425CIA-RDP80-01826R000400020013-6
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Organizationy Relationships and Functions of the CAREER SERVICE BOARDS

I, OQrgenization dnd Functions of the:. CILA. CARLEIR ERVJ(,L BOAl?D
4 Ao The CIA Carcer. Scrv1ce Board will bo compound of th( follow1ng personss

Deputy D:.ructor (Plans)

Deputy Director (Intolligence)

Depuby Director- (Administration)

Assistant Director (Porconncl)

Director of Training :

Two Assistent Directors, cach to serve:
for terms of six months! duramon.

. (Sce Schedule A) . S

EXLCHflVC uccrvtxry = Nonmvothg

Four members of thc Board will conotltuto a quorume If a momber cannot
be presenv, he may be represented by his Deputy. The Board will hold
scheduled monthly meetings, and agenda and minutes of mugtlnbu will be
distributed to all persons on Schedule. Ao .

Bs It will be the responsibility of the CIA Care@r Servido Boafd toe
1l¢ Dovclop policy governing the Caroor Service Progrmm for approval
by the DCI and serve as his advisor on all: watt(rf concerning

the Program,

2¢ Supervisc and review the iunotlonlnp of (Oiflce) Carour Service
Boards. - ,

3¢ Fstabligh aﬁd‘maintain an Exoéubivo Inventory to be composcd of
those persons which the Board shall from timQ to LLM( detcrmines

lig Maku rauommencdtlonu tor £illing LOV poultionu in thu Ageney
with personncl from the Executive Inventory.

Be Review evaluation of personnel contained in the Exocutive Inventory
- and review rotation programs for thelr further development,

6g JApprovc the allocation of Rotation Loan blotu Lo (Office) Caroer
Service Boardse (See Schedule B),

6 A

SECRET,
Security Tnformation Tab B
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7+ Supervise supporting groups or Boards' for handling specialized °
functions on an Agency-wide basis, such as, Hazardous Duty Board,
-+ Horor Awards Board, Profussiondl Selection Pancl, ete., drawing
on Agency personnel as necessary,

8o Prepare and ‘submit annually to the DCI a summary of the operation
of the CIA Career Serwvice Program,

II, Organization

BOARD -

A,' The Career Development Staff of the Personnecl Office scrves as
the Secretariat of the CIA Career Service Board and the Chief,
Career Development Staff serves as the Executive Secretary of the

Boar de

' By Tt will

be the responsibility of.the Secretariat of the CTA

Career Scervice Roard tog

.4\- 1o Recommend to the CIA Carcer Service Board ways and means of
improving the CIA Career Service Program,

. 2a Perform all secrctariat and administrative functions for the

CIA
tos

Qe
be

: \Qo

Career Scrvice Boards These include, Lut arc not limited

Maintaining master files concerned with Garcer Service
matters on a current basis for the CIi Carcer Service
Board, including ‘agenda and récords of meetings,
Transmitting to the CIA Career Service Board recommendae
tions and periodié¢ reports of the (0ffice) Career -Service
Boards for consideration. -~ - - a

Initiating and supervising such studies as are nedded to

Aimprove the Career Service Program,

Assisting (0ffice) Carcer Serviee Boards in effucting
rotation appointments. L L

Submitting unresolved inter-Qffice Board problems to the
CIA Career Servioc Board for decision.

T

N AR

SECRET
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- £ Coordmnatzng with the of fice of Training trvjn:n"
? ‘arrangements and nceds rCquthng the CIA Career
Sorv1ce Programe

g, Acting in support of Boards established by the CTA
" Career Service Board for handling specialized
functions on an Agency-wide basise :

IIT. Organization and Functions of the (OFFICE)\CABEERjSMdVICm BOARDS

A: (0ffice) Career Service Boards will be composed of the following
persons: : .

Assistant Director (or Office head) ex officio

Three or more Staff or Division Chliefs, or
comparable high~level officials ..

Secretariat = Nonwvotdng. (In most cases, the
Secretariat will be composed of Administrative
Personnel Officers of the 0ffice concorned and
will perform staff support for the Board,) '

Bo (0ffice) Career Service Boards will be Lutﬂblluhﬂd in the folloy=
. ing units of CIA.

Office of Speclal Opcrat*onu Qffice of Scientific Intelligence
Office of Policy Coordination office of National Kstimates
office of Communications Office of Training.
office of QOperations Technical Services &Staff
Office of Research and Reports  Personncl Office
Office of Collection and Medical Office
Tissemination General Services Office
office of Current Intele Inspection and Seccurity Office
ligence ( ", Procurement and Supply Office

Comptrollerts Office

An Administration Carecr Service Board will be established which
-will be concernced with those individuals who do not come under
the jurisdiction of any one of the above Career Scrvice Boardse

Ce It will be the responsibility of an (0ffice) Carecr Scrvice Board
tos

1. Serve as advisor to the Assisbant Director (or Office head) on
21l matters partaining to the Career Service Program,

- 8 -
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2y Direct within the 0ffice the application and functioning of the
Career Service Program, including but not limited tos

de Executing relévant;decisions of the CIA Career Service Board
and making recommendations to the CIA Career Service Board
for improvement of the Carcer Service Program,

be Sponsoring, developing and executing the Career Service Program
of the 0ffice concerned, including an intra=0ffice rotation
system, and reporting periodically to the CIA Career Service
Board, ‘ - o

'} 6o Reviewing Persormel- Evaluation Reports and proposed development
f plans for individusls in terms of training, assignment,
advancement, rotation and promotion,

de Recommending cancellation or continuance of carcer devel opment
actions,

€e Participating in the development and exccution of approved
extra=0ffice rotation systems, '

fo Submitting a semi-annual Personncl Evaluation Report to the
\ Sponsoring Office on each rotation appointee from another Offico,

8o Ensuring that the rotation appointees detailed by their Office
to another Office are not overlooked for warranted promotion
and ensuring that rotation appointees reeeived by their Office
are productive and their assignments commensurate with the -
purpose of the appointments, -

h, Reviewing continuously conditions of service and duty with a
view to making recommendations to the CTA Career Service Board
concerning working conditions and benefits that can strengthen

~maorale and increase Mesprit de corpsiy

i. Reviewing continuously the personncl intake of the Office,
cspecially at the junior professional level, with a view to
ensuring the acquisition of highly=qualified, versatile persons
with leng-range potentiality, ' '

3« Supervise supporting groups or Boards as appropriate for handling
Speeialized functions, assigning to them Office personnel as
necessary,

-9~
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1., The Personnel Evaluation Report (See Form Noo 37=151, attached) is
preparcd annually or as often as requireds, Tt deals with:

as¢ The job being donge
be The personts performance on the jobe
cs The personts potential for assuming greater responsibilitiese
ds The program recommended for bthe personts development e

2 Effective use of the Personnel REvaluation Report is dependent primarily
on the extent to which supervisors arce objoctive in reporting uscful
information on the form, The Office of Tralning and the Personncl
Office arc currcntly preparing the program necessary to place this

syastbem in operatione

3, The Personnel Office will be primarily responsible for administration
of the persenncl evalustlon programe

Attachmont =~ 1

w 10 =
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TH™ EXWCUTIVE TNVFNTORY

1., The purpose of a Career Scrvice Program is to develop people
to the fullest extent to meet present and anticipated job needs of the
Agency. An YWexecutive inventory" is mercly 2 means of matehing present
and potential execcutive-type agsets agalnst present and anticipated needs
for axeccutive ability in order to plan intelligently to meet these nceds.

2. As an ald to personnel planning for the development and use
of executive skills throughout the Agency, the CI2 Career Service Board
will maintain an inventory of all persomnnel whe evidence exceutive
ability or potentisl according to criteris which the Board shall de-
tormine from time to time in relation to Agency necds./ The Board will
review Personnel ®valuation Reports on all personnel included in the
inventory and will recommend inter-0ffics rotation aseignments for such
persons when appropriate in the interost of their further development,
The Board wlse will use its inventory of exccutive abilities to recom=-
mend inter-0ffice transfers of persons to fi1l koy Agency positions,

3, In addition (0Office) Carcor Scrvice Boards are cncouraged to

naintain inventorizs of any ckills and abilities which they find helpful
for use in their internal personnel planning.

ull—
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T SELFCTTON 48D TRAINING
QF

TRAI“,HS FOR KRO“WSGIONAL PO“TLIONS

With regard to trainees for overt activities, including overt
personnal aq"lgnod to covert Offices, it is rhcomwwndﬁd th= t-
ae  All pew personmmel recruited to fill professional positions
in the Agency be required to go through a training nrogram
in order to give them an adequate basic intelligence backe
ground. Wxceontiong may be made for -‘jnd“‘lv:uuolQ who hﬂvo had
.prnvmous high=level 1nupj11w“ncc eXperiencs

be The presnnt Professional Training Program in the CT* Intelligence
School he reorientated and nxpﬂndod as gpeadily a8 nossible into
a Professional Selection ond Training Program to give all new
personnel for profrsg?onql positions a broad yet intengive
intOITjﬂwnﬁb troining. Epecialized training, including lanpguage,
area and operational tr“Lnlnp, WILJ be handlsd in other parts of
the Training programs.

¢s. The curriculum of the CIt Intelligence School, inclnding recom-
mended resding, be rovised to cover subjiects of particulsr
interest to Offices and b= coordinated with TRS to reduce
duplication in the curriculs

doe " A sclection bosrd to be known as the Professionsl Seleetion
Panel be e¢gtablishied under the direction of the CIL Carcer
Service Board. Tt would conrist of five voting members and
three advisory members as followss

(1) Two repres sentatives from the overt Offices.

(2) Two representatives from the covert Offices,

(3) - One representative from a Deputy Dlvoctor's 0f fice, the:
m/P, DN/A ond ﬁP/I to be successively represented on a
rotating basis :

(L) Three advisory reoresentatives, one each from the Porsonnel

Office, the Inspection and Security Office and the Office
of Training.

- 12 -
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The Panel will review selection standards, including medical
standards, for snd thn qualifications of all candidates up to
and including the grade ¢9-11 for overt and semi-covert oprofoge
sional positions in the overt, covert and support Offices and
will finally aoprove on behalf of the *gency the selegtion of-
a1l personncl for professional positions in those grades and
categories, Tn ezse of an. sdverse finding agsinst an =pplicsnt
by the Panel, the appronriate Assistont Director or Office
head may appeal to his Deputy Director whose deeision will be
final. The Panel will 2lso, when requestad by 5n Assistant
Nirector, arrsnge for the testing of & candid: ite in the GS=12 =
15 category, review his quqlelcatlons and madc recommendations
to the requesting 0ffice.

e. Personnel requirements of Offices for professional positions be
submitted to the Personnel 0ffice which will inform the Pro-
fessional Selection Panel and the Office of Tralring of the
estimated intake so thot. they may plan accordingly. ALl recruit-
‘ment will be undertpken against authorized slots in consumer
Officee except that » small number of slots will be set aside
for the temporary accommodation of draft-cligihle candidates who
are brought into CIA for indoctrination before entering the
Armed Services.

f+ The program tv ‘establish cnnoultantwcvntacts in colleges and
unlvnrs1t1r (Projezat Review Committee Project TR“/ADPw92-52 of
22 October 19V1) to recruit undergraduate and graduate students
be vigorously implemented snd ultimately expanded.

g. WNo subsidy he ziven to university students prior to their CIA
employment, Wo specific substantive guidance be glven by the
consuliant~contacts to undergraduate students, In certain cases,
consultant-contacts may suggest that selacted graduate students
spacislize in practical subjects or foreign aspecis of thelr
fields which mig¢ht be useful if they should enter the intelligence
field, ‘

h. Consultant-contacts be bricfed regarding the relation between
recrulting for overt use in hoth overt and covert Offices and
reorulting for deep-cover ﬂCth]tL@oc

i. Specisl security measures be taken to prevent subversive infiltra-
tion into the Agency through the trainee system and that I&8

-ljm
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Office be given adeguate backing in money and personnel to carry
out these measurcs. Consultant-contacts be briefed thoronghly
regarding the danger of subversive infiltration into the Agency
through the train“F system. '

Apxroach\s by FTA r<prm5hntﬁt1vrs to unlvkr°1tj<v or compani
in the United States for the recruitment or treining of ovnrt
personnel including overt personneél for the covert Offices, be
coordinated with the Contact Division, Office of Opcratlons.

No orP”nlz(d publicity be given the trainee recruiting nrogram
and that publicity of any kind regarding any sspocts of the
Profegsional Selection and Training Program be discouraged.

811 cendidates for professional positions in grades up to and
including G8-11 be given a one-day battery of tests befors final
commitments for @mp]oymﬁnt are made, this testing to be given
aftFr the app]icant 188 bu(n rwoommrndnd by recruiters and altor

The testing dn 1. above be carried out in leading colleges and
universities by competent consultants (or by a field unit) and
in Washington by a headquarters unit,

The .sequence of events in cqrrylnc out th~ PTGf@SSlOHQl %@1nctJon
and Training Propgram hould be as follows

(1) Statement by O0ffices and other components of their needs for
new personnel to fill professionsl positions in the 08=5
through 3=1) ecategories,

(2) Toeating, contacting and screening of candidates in univer-
sities, industries and the frmed Secrvices by the Personnel
Office through consulte nt—ﬂont actes or by other recruitment
techniques.

(3) “Pquocurlty check by I&S0.

(L)  Testing of candidates ot selected locations in the field and
in headquarters.

Screening and shepping of candidnate Tiles to 0ffices by the
Personnel Offica.

~~
Wl
——

- 1l -
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(6) Clearance by the Medical Office (to be carried out between
-~ steps 5 and 10). v '

(7) Assessmeont, (To be carried out, at the option of the
obligating Office, between steps 5 and 10,)

(8) Obligation of slots by 0ffices.

- (9) anurlty investigation initiated by I&S0

(10) Sectrity Olearance,

(11) Interview, rfviow and dncaglon by Professional Sc]actlon
Panel.

(12) Motific~tion to,cnhdidaﬁe by Personnel Office,

(13) EOD

(14) Fntrance into CIA Intelligence School.
(15) Roview of Training record by Professignal Selection Panel,

(16) Assumption of duty status in Office obligating slot.

With regard to trainecs for deop-covnr activntlcs, 1t is TLCOMchde

thats
2¢ Recruiting and tréining of deepwcover aandidates be conducted by

b.

the covert Offices separetely from the Professionsl 8¢ 1octlon
and Training Program.

A focal point be established to coordinate deep-cover recruiting

" between the covert Offices.’

4 foecal point be established in the Persomnel Office to coordinate
overt and semi~-covert =nd dcop-cover recrniting in the fleld in
order to avoid confusion and mlnlmlzr secur:ty risk,

After initial selectlon of decp=cove rucandidmtes, no further overt
or obv1ous CIA contact be made with them,

Covert training be coordinated with the Professional Selection
and Training Program in order to meke maximum practicable use of
training, curriculum and staff.

- 15 -
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ROTATION .
Lo Thﬁ ObJOcthLS of rotatlon for tho Ayn ¢y are as fol]ows- : ‘ . \
. . ;
“ a2y A more offoctlvo and more economlcal utlllzatxon of the Agency!s |
MANPOWETq !
bo- & method of improving the aOlCCtJOﬂ and broadcn;ng the oxpcrlenco
' of indlvidualg ﬁo serve in key noultlonu, :
co The cultivation of van csprit de corps based,primérily oﬁ the
rowardmfor-meriy principle.
24 The objectives of rotation fOr'tho individual ére as:follows:
8¢ AuSl&tlnE hlm to do his present job more effectively by«
(l) Increaalng his knowlcdge in his field, |
(2) Providing him with new skills, tedﬁniqu@s and methods of
performanccn , S
- (3) Improving his ability to plan his work and to leCCt and
- ‘supervige others in it,
(L) Increasing his understanding of the neces sary relationships
© . of his job to those of collateral and higher echelons of the
Agcncy, ; _ .
b@‘ Promarlng him to undcrtake Jjobs of increasingly grcater roapon81-
biJ Lty commensurate thh hlu growul potential bys
(1) Brnadonnng his wnderstanding of the objectives oi thn Agenqy
and 1its mission, .
(2) Intensifying the d@vulopmunt of his planning, managvrial and
supervisory skills,
" . Cs Providing him more Qpportunlty to find bhu field in which he does
b(?stg
,d; Removing‘him-from a “ruth,

- 16 b,-v‘
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3+ In order to provide a terminolog& that will promote a common undepe
standing of rotation problems, the following definitions have been
adopted: |

&, Rotation:; fThe proceséwa“systematic designation and redesignae
. tion of an individual to various kinds of duty and training for
E the purpose of improving his capacity to scrve the Agency,
be Transfer: The process of removing an irdividual from the rolls
o+ of onc Office and his concurrent addition to the rolls of another
Offices This process is independent of the process of rotation
though it may be a consequence thereof, - . o

Ce Exchange: The process of rotating an individual by placing him
temporarily under the operational control of another Office in
return for another individual similarly attached,

d¢ Loan: The process of rotating an individual by placing him
temporarily under the operational control of another 0Office
without rcciprocity, or of attaching him temporarily to an
ackivity not a part of CIf. : :

©e Sponsoring Office: The administrative unit of CIA on whose rolls
individvals with rotation assignments are carriecd and under whose
administrative control individuals remain irrespective of where
attached, :

fy  Receiving Office: The administrative unit to which individuals

o veing rotated are attached and under whose operational control
individuals remain until they are returned to the Sponsoring
Dfflce, .

e Principles which are¢ concerned in the process of rotation are as follows.

“ae Personnel Covereds Tn generaly, any individual who has been in the
employ of the Ageney for a period of two years is eligible for
-robation, Rotation of parsons who have been on duty -for less than
two ycars would be the exception rather than the rule,

b, Positions Covered: Any position within the control of the Agocnoy

 to which the assignment of personnel will serve the objectives of
rotation is regarded as covered by these principles, These include
executive, operational, intelllgence,. technical, administrative and

- 17w -
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. training positions, elther in the field or at headquarters, within
"the Agency or with other publ¢c or prxvatc agencies or inatitutions.

cs Job Groups Covereds The classeu of mdiwduals covered are inclum
gilve rather than exclusive, The professional or technical
activity of a given class of individuals may, by its nature,
limit the jobetype groups to whlch members of suoh a CldSu will
ro’ca’oe°

de Normal Duration of Tour of Puty: Each individual rotation’poriod

" may vary but will not be less than six months, and will probably
average between ecidhteen and twentyefour monthse Thus, a rotatlon
asgignment at the National War (ollege will run some ten months.
‘while a rotation assignment to a position overseas may well run
twenty=four to thirty months, - . : s

eép Degree of Compulsion to Pobwtv As a matter of principle,

acceptance of a rotation assignment is compulsory for persons who

intend to make a carecr of CIA employment, Any individual or
Sponsoring Offlce, or Reecelving Office, may, however, show cause
why a rotation assignment shall or shall not be carried out, The
reviewing authority (the CIA Career Service Board) shall-in such

' cases muPe ‘recommendations to the approprtate Deputy Director whose
‘decision shall be flnala

fo Administrabive Control: Individuals with rotation assignments will

- Tremain on The rolls of the Sponsoring Office and under its admine
istrative control for promotion and transfer purposes, The Sponsors
ing Office will pay the 1nd1vidudl ifrom home office funds at his
home of fice urado .

go Opcrational Control: The individual being rotated will be under
the operational control of the Receiving Office for the duration -
of his tour of duty with thabt 0ffice, during which period Personncl
Evaluvation Reports will be prepared by the hocciving Office and
forwarded to the Sponsoring 0fficee

hy Effect of Grade Differ@ntial between Jobs concerncd in Rotations
Assignments given to individuals being rofated ehall be gencrally
- conmensurate with their abilities, keeping in mind the purpose of
making the specific assigmment. Rotation Loan Slots (See Schedule
B, attached) will be allocated to Offices to mainbain flexibility
in effecting rotation where exchange of approx¢mately equivalent
personnel is not practical,

€ 18«1

SECRET
Security Informati ab

Approved For Release 2000/09/12 : CIA- RDP80 01826R000400020013-6



-

Approved For Re@se 2000/09/12 : CIA-RDP80-0156R000400020013-6

1.

Je

ke

1s

Me:

SECRET-
Security Informstion

changes in Grade: Promotions and other changes in grade shall
Tomain under the conbrol of:the Sponsoring offices The eligi-
bility of the individual for promotion shall mot be prejudiced _

or overlooked by rcason of his status as an individuﬂl,béing

rotatede

Duration of Rotational Patterns it is prematwre at this time to
formmulate @ policy covering the duration in years during which

period the individual is subject to rotation policies, or to
" attempt to preseribe an arbitrary age limit after which rotation
" policies will not be applieds _ ‘

Settlement of Disputes: Divergence of views bctween'offiécsnbr

JPotween an individual and his (0ffice) Carcer Service Board which

cannot be satisfactorily resolved between the parties shall be
referred in the first instance to the Secretariat which will
review the case and forward its recommendation to the concerned”
(office) Career Service Board(s)e In the event the recommendation
of the Secretariat is not accepted, the case shall be referred to

the CIA Career Service Board for disposition.

policy Govefning Rotation within an Office: Intra=0ffice rotétion
55Ticy Shall be sot by the (Oflice) Carccr Sarvice Board within
the framework of policies prescribed by the CIA Carcer Service Board,

Policy Governing Rotation between Officeca: Within thenframework‘of

policics prescribed by the CIA Career Service, Board inter-0ffice

" potation will be bascd largely on a series of bilateral agreements

between Of fices which will set forth In each case the person being
rotated, the expectod duration of his assignment and any other
pertinent facts, _

Se There are two basic types of rotation as followS§

Ay

Rotation by Exchange

(L) The Exchange procedurc authorizes of fice Boards to negotiate
: the Yswapping" of two persons when it has been judged that
rotation is the best method of broadefylng their experiences
This procedure will be used when the two. positions in question
are of corresponding respensibility, Respective grades of the
positions or incumbcnts need not be exactly the Samee

~ 19 -
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(2) TIndividuals being rotated will be under the operational
control and supervision of the Rﬁc0¢v1n& Off'ice Ruardq

(3) The Receiving Office Board will outline to the Lndzviduul
the responsibilities of the new posztiono

‘Rotation by Lean

(1) The Loan procedure authorizes an 0ffice Board to recommend

the temporary‘assignm@nﬁ of an individual to another Office
without receiving anyone in return or to recommend his
aQ%Jynmunt to outside activities for the purpose of broadorne
ing his knowledge of his field,

(2) Rotation slots, allotted by quoba outlined in Schedule By

‘ attached, will be available to 0ffice Beoards, These slots
will be dllOtth by the CTA Career Scrvice Board and will
be "open" positions to accommodate any grade,

(3) The Racejv1ng Office Board will outline to the appointoe
- the reepongibilities of his new assignment, The appointec
is Yon loant to the Receiving O0ffice and will thar@fore not
tle up an auvthorized T/0 position. He will be assigned to
a logical unit in the Receiving Officet's organizational *
structure.

(L) Appointees will_bovundor the operational. control of the
Receiving Office Board,

Specific questions raised by the DCT in his memorandum of 7 March 1952
and recommendations Iin response thercto are as follows:

dg

Do you racommend limiting overscas duty to any particular number
of years?

It is recommended that the Agency not limit totol overseas duty
to any particular nurber of years but that, in accordance with
their needs and in consideration of the health and hazard condie-
tions prevailing at varions forcign posts, the several 0Offices
concerncd, in conjunction with'the Medleal Office, arrive abt and
recommend a uniform policy,

- 20 =
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be Do you recommend bringing all foreign personncl. home, say, onc
. year in each four or at any other intervals? '

Tt is recommended that as a poliey and in conformity with
existing and proposed federal laws all staff personnel serving
overseas be brought home at least once every two years for
home leaves Determination of the relative lengths of tours of
duty in the United States and overseas will have to be adjusted
constantly in consideration of the proportion of tobal staff
personnel serving in the United States and abroad,

¢ Do you recommend moving officers as a matter of policy from Office
to Office within the Agency or do you mean from division %o
division within an Office? C

The rotation system rocommended provides for intra-dffice, interm
0Office and extra«CIA rotation of the individuel to duty or trainm
ings At the Ageney level, the CIA Careor Service Board is
cnipowercd to levy requirements on the Office Boards for individuals
-+ to prepare them to £i11 key Agency positions,’
de * At what rank does the rotation by the Carcer Service Board stop?

The rotation system roccommended by this Working Group covers all
positions and all ranks without restrictiong .

-
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CARFER BENFFITS

1+ In order to induce able persons to make their c“rA'Au‘in CIA,
the Agency should provide specific and tangible benefits to them, The
security aspects of CIA's mission which forcos on many CIA pergonnel a
role of anonymity, repugnant under normal circumstances to professional
people, and the physical and mental stresses resulting therefrom are
such that a compensating factor is desirable.

2o Most of the tangible benefits that might be nrovided to CIf
persomel will require legislation. Continuous attenticn must be given
to thie problem since the opportunity to collaborate with soms other
department of govermment thst 'is sponsoring desired legisla tlon may -
pr0v1dc atl ind]r(cb means of attaining the o)j«ct1Vn.

3. Renefits phat may he installed w1thout additional legislation,
Ae Addjtjonﬂl pay for various types of hazardous dutye: o
(%epﬂrﬂtcd from the Career Service Program at your réquest

but being carried forward through other channcls.)

bs A meritorious sward system providing for recognition of
distinguished service to the Agencys (See Tab ).

c. A CIA overseas post classification system providing
“benefits responsive to unhealthful conditionse

It is recommended that:s

(1) The Agency continue to follow the Department of State
systems

(2) The Director of Personnel continue the exercise of his
powers 2s in the paste.

(3) The Dirpctor of Personnel, with the advice and assist~

ange of the operating O0ffices concerned ond the Medieal
Offic“, estoblish an Agency policy regarding the length

of assignment in unhealthful posts, giving rtﬂard to

the probsble deterioration of health. This determinas:.
tion to be made without reference to salary diffeérentink
or possible accelerated retirement credit,

-2+ CONFIDENTIAL
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de Better group health insurance, (At prisent being aetively
worked on,) - o c h

L. Benefits that will require sdditional legislation,

2. Additional benefite for persommel disabled while 4n the
employment of GTA, o

_ ; ) )
be Pay, withinegrade raises, and grade promotlons for parsonnel

who are detained involuntarily by foreign govirnments, known
as "Missing Persons Act" for vouchorsd funds employras,

¢« Application of the princivles of the United States Wmployces!?
Compensation fct to dependents of employesn anva?wdvih T
hazardous duties who are themselves éxp%sed touhgzard.
de Death gratuity of six months! bage pay to dependents of
-CIL ?mploye@s whose desath occurs in line of duty while’
serving overseas . ’

Re A more liberal retirement system,

f. An appropriate and adequate leave system for all overscss
emplovers, ‘ l

' It is rscowmended that the CIA Carcer Service Board give its con-
tinuous attention to benefits a, through f. above, '

- 23 -
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THE HONOR AWARDS PROGRAM

1, An honor award for intelligence service should be disbtinguished
from an incentive award for meritorious suggestion or for outstanding
efficiency and economy in administration as well as from longevibty
recognition for long and faithful service. An incentive awards program
is well estgblished in CIA, and a system for recognition of longevity is
now being considered, Awards for intelligence service do not exisbe It
is therefore recommended thab:

a, CTA establish a medal for presentation by the Dircctor of Central
Tntelligence to any individual assoclated with CIA, or to any
other person, who makes a notable contribution to United States
intelligence activitles,

be The design of the medal incorporabe those features of the Agency
seal adaptable for use in the medal and that the medal be
suspended from a distinctive ribbon employing the colors of the
Agency seal,

ce Unmits which have contributed outstanding performance be
recognized by a personal award to cach member of the unit
rather than a group awarde

d. There be established an Honor Awards Board, under the juris-
diction of the QIA Carcer Service Board, which will be
responsible for reviewlng rccommendations concerning any
honor awards in CIA, and for forwarding these recommendatlons
to the DCT for his approval.

e, The CIA Career Service Board give further attention to the
problem of creating an Honop Awards Irograms
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